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HARDWARE REQUIREMENTS 


• An Apple lie, lie, or llgs with 64 K RAM 

• One disk drive 

• Monochrome or color monitor 

• Blank disks to be used as data disks 

• A printer (optional but recommended) 


INTRQDLPJflM 

How to Write Book Reports is designed to introduce students to a 
simple, effective strategy for doing book reports. It is appropriate for 
students who are doing their first book reports and for remedial work with 
students who need help building study skills. 

The program is divided into two major parts: the tutorial and the word 
processor. Although the program has been designed for ease of use, the 
teacher should use the program and become completely familiar with it 
before assigning students to work with it. To use this program 
effectively, the teacher needs to be familiar with the material that will 
be presented and to be able to answer questions about using the word 
processor. 


TUTORIAL OVERVIEW 

The program divides the work of writing a book report into three steps. 
There is a separate tutorial for each step. The tutorials include: 

1) instruction, 2) questions, and 3) a printout. 

Each printout is designed to remind the student of the points covered in 
the tutorial. If there isn't a printer attached to the computer, or if the 
student doesn't desire a printout, the printout may be bypassed. The 
teacher may decide to reproduce copies of the printouts so that the 
students do not have to use the printer each time the program is used. 

The first tutorial encourages students to make brief notes as they are 
reading. The printout is a worksheet that reminds the students what to 
take notes on and provides space for notes on a specific book. 
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The second tutorial encourages the students to ask themselves questions 
about what they have read. It introduces the concept of climax and asks 
the students to think about the book’s ending. The printout is a work sheet 
with spaces for the students to give answers to specific questions about 
their book. 

The third tutorial discusses the approach in writing the book report itself. 
It includes an example of a poor book report and an example of the same 
report as it could be rewritten. The printout is a set of instructions about 
how to go about writing the report. 


USING THE TUTORIALS 

After the title screens, the students are presented with a menu that gives 
them the choice to: 1) Learn about book reports or 2) Work on a book report. 

If they choose 1 they are presented with a second menu that allows them 
to choose to learn: 1) How to get started, 2) How questions can help, or 
3) How to write the report. 

If the computer has a caps lock key, the key should be down during the 
tutorials. If the students answer questions with lowercase characters 
their responses will be counted incorrect. Students should press <RETURN> 
to continue through the screens and, when asked a question, should press 
<RETURN> after their response. 

Also, if the student chooses to get a printout when a printer isn't attached 
to the computer, the computer may "hang" (freeze up). If this happens, 
simply reboot the program. 

When the tutorial finishes, the program returns to the first menu. At this 
point the student may choose to view another tutorial or go to the word 
processor. 
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WORD PROCESSOR OVERVIEW 


The word processor allows the student to create a report up to 100 lines 
long. Each line is 40 characters wide. Twenty lines may be viewed on the 
screen at one time. 

A student may begin a new report or load one from a data disk. 

Information is stored in two parts. Students are asked to input the 
following information separate from the text of the report: their name, the 
date, the name of the book they are reporting on, the book's author, and 
their teacher or class. When their report is printed out, this information 
is placed at the top of the printout. If they work on the report at a later 
time, they may view and edit this information. 

The second part is the word processor itself. If you have special 
assignments for the students (another title for the book, a list of words 
that are new to them, etc), they should enter them here before they begin 
to type their text. 

The disk does not have to remain in the drive while a student is using the 
word processor. However, if the student chooses to exit, the program disk 
should be in the disk drive. 


USING THE WORD PROCESSOR 

To enter the word processor, enter 2 at the main menu. The program disk 
must be in the disk drive. 

The student may choose 1) to begin a new report or 2) to work on a report 
that has been started. 

If the student chooses to begin a new report, the student is asked to enter 
his or her full name, the title of the book, the full name of the book's 
author, the teacher's name or the class name, and the date. The teacher 
should tell the students whether a class name or the teacher's name is 
desired. After this the student is given a chance to edit this information. 
The information is displayed as a list. The student may choose to modify 
any one of the five items by entering the number of that item. The student 













should press <RETURN> alone to proceed to the word processor when the 
list Is correct. 

If the student chooses to work on a report that has been started, the 
student is asked for the number of the disk drive that the data disk is in. 
After this, the student is asked for the name of the report. The student is 
given a chance to edit the name before the computer loads the file. After 
the file is loaded, the text will appear on the screen ready for word 
processing. 

Upon entry to the word processor, a flat cursor will appear in the 
upper left hand comer. The name of the book will appear at the bottom of 
the screen. There is also a reminder that the <ESCAPE> key is used to exit 
the word processor. 

The line number given at the bottom of the screen is the number of the line 
in the report that the cursor is on. This number can vary from I to 100. 

Pressing <E5CAPE> does not erase the text from the computer's memory. 
The student is given a menu with 5 choices. Pressing <ESCAPE> at this 
menu exits the word processor and, if <ESCAPE> is pressed at this point, 
the text in memory is lost. All choices except <ESCAPE> return to this 
menu. 


WORD PROCESSOR UTILITY FUNCTIONS 

Pressing <ESCAPE> in the word processor gives the student a list of five 
utility functions associated with the word processing program. 

The first choice is to move to a line number in the report. If the report is 
very long, it is faster to use this option then to use the arrow keys to 
move up and down in the text. The student may choose any line number 
from 1 to the greatest line number used at that point. In other words, if 
the report was on the first 30 lines, the student could choose from lines 
1 - 30. Upon returning to the word processor, the text corresponding to 
this line number is displayed at the top of the screen. 
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The second choice is to save a report to a disk. To do this requires a data 
disk formatted with Apple DOS 3.3 or a compatible operating system. 
(Reports do not have to be saved. The student may wish to write a report 
and simply get a printout of the text.) If the student chooses this option, 
the computer asks the student to enter which disk drive the data disk is 
located in. At this point the student may also return to the main menu. 

The student is then asked to enter the exact file name. File names must 
begin with a letter and be no longer than 20 characters. The student is 
asked if the choice is correct. If it needs to be revised, the student can 
re-enter the file name. When correct, the computer saves the file to the 
disk. 

The third choice is to print out a report. The student is asked if the 
printer is an Apple I MAGE WRITER. If so, pressing the <SPACE BAR> will 
print the report in larger text. If not, the report will print in the default 
print size of the printer being used. The student is then prompted to check 
the printer. If the student does not have a printer connected, <ESCAPE> 
returns to the main menu. Pressing <RETURN> begins the printout. 

The fourth choice is to edit the identifying information that will appear at 
the top of the report. 

The fifth choice is to view a help screen that lists the command keys that 
are used in the word processor. 

COMMAND KEYS 

Note: When <CONTROL> key combinations are used, the student should first 
hold down the CONTROLS key, then press the second key once, then release 
the <CONTROL> key. 

The arrow keys (up, down, left, and right) can be used to move through the 
text. 

<RETURN> places the cursor at the beginning of the next line. 

<TAB> is used to insert a single space at the cursor position. The student 
may then type a character. All text to the right of the cursor on the same 
line is moved one position to the right. 
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<DELETE> is used to delete a character at the cursor's position. The cursor 
is moved one space to the left. All text to the right of the cursor on the 
same line is moved one space to the left. 

<CONTROL> and <A> keys pressed together insert an entire blank line at the 
cursor position. 

<CONTROL> and <D> keys pressed together delete an entire line at the 
cursor position. 


FORMAT TI NG A DA TA DISK 

Data disks must be formatted with DOS 3.3 or a compatible operating 
system. To format a data disk, boot your system master. At the prompt 
() remove the system master from drive 1. Put the disk you wish to 
format in drive 1. Type "NEW" and press <RETURN>. Type "10 ENTER" and 
press <RETURN>. Then type "INIT HELLO” and press <RETURN>. When the 
disk drive stops, the disk is formatted. If you wish to format a second 
disk, put it into drive 1 and type “INIT HELLO.” 


SUPPORT 

If you have any questions or problems, call Queue, Inc. at 1-800- 
232-2224 (in Connecticut, Alaska and Canada call 203-335-0908). 
Defective disks will be replaced free of charge up to 90 days after 
invoice date. Disks damaged after 90 days may be replaced at $10.00 
per disk. Mail the damaged disk and appropriate payment to Queue at 
338 Commerce Drive, Fairfield, CT 06430, for a prompt replacement. 

Backup disks are available for $10.00 per disk. Customers are lim¬ 
ited to one backup disk for each disk purchased. Backup disks are 
for archival purposes only. 

Never expose any computer software to excessive heat or cold. Do 
not leave your software near a strong magnetic field such as might 
be produced by an electric appliance, stereo, or speaker magnet. 
Always place your software in its sleeve when you are not using it. 
This will protect it from dust and finger prints. Finally, never touch 
the exposed parts of the disk which are visible through the holes in 
the disk cover. 
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